2                                              INTRODUCTION
sources of information to its readers and investigators In libraries connected with
educational institutions, either colleges and universities or secondary schools, the
work of the reference department will often include a regular course of lectures
and class work on the use of books and libraries Such a course, especially if it is a
required course for freshmen or other beginning students, not merely an elective
course for advanced students, can be of great assistance m increasing the intelligent
and effective use of library resources
However varied the work of a reference department may be, the reference
book is the basis of its work The most important element in the equipment of such
a department is an adequate and live collection of reference books and the most
important asset of a reference assistant is a knowledge of reference books and
experience in using the right book at the right time and in the right way The pos-
session of the right books and the knowledge of how to use them are tw o things
essential to the success of a reference department, and the latter is no less impor-
tant than the former The ignorant assistant can render comparatively useless the
finest collection of reference books, while the skilled assistant, who knows how to
get from each book all the varied kinds of information that it is planned to give,
can show astonishing results even when limited to only a few basic books
REFERENCE BOOKS
From the point of view of use, books may be divided into two groups those
which are meant to be read through for either information or enjoyment, and those
which are meant to be consulted or referred to for some definite piece of informa-
tion Books of this second class are called reference books, and are usually com-
prehensive m scope, condensed in treatment and arranged on some special plan to
facilitate the ready and accurate finding of information This special arrangement
may be alphabetic, as in the case of most dictionaries or encyclopedias, chronolog-
ical, as in historical outlines and similar compends, tabular, as m the case of
statistical abstracts, regional, as in atlases, classified or systematic as m the case of
some bibliographies, technical handbooks, etc As such books are used for the find-
ing of single definite facts, some alphabetical approach to the fact is usually needed,
and if the book is not Itself arranged alphabetically it is usually provided with a
detailed alphabetical index Works which follow any of these indicated arrange-
ments are reference books, pure and simple, and are not used for consecutive read-
Ing There are other books, however, which, while intended primarily to be read
through for either information or pleasure, are so comprehensive and accurate m
their treatment and so well provided with indexes that they serve also as reference
books Examples of such books are the Cambridge history of American literature,
anthologies such as Stevenson's Home book of verse, standard histories such as the
Cambridge modern history, and many of the textbooks and treatises used in college
work The reference department of a large library will necessarily contain both
formal reference books and these "borderland" books as well, but the student of
reference books will naturally devote most of his attention to the formal reference